HMAEEMEREILHR

VACANCY ANNOUNCEMENT

LHES

Announcement No.

SRFIJRMC-180-08

4 Nov 08

f%ﬂﬁ': 1% Cut-off: 7 Oct 08
osing Late 2" Cut-off: 21 Oct 08
#47H:

Date of Issue 24 Sep 08

LI Job title (%% Grade 5 /#8245 LAD:3) BEAH

Administrative Specialist, #10 -

(EEEME)
SEEATREE TR ZE#R Acceptable Trainee Level: 1-3
1 4
- ER L] HaexR LI RL%R L E&R
Administrative  Blue Collar Trade Security Medical

2. 58 Activity

US NAV SRF & JRMC YOKOSUKA JA
Carrier Program Office (C112)
E)FEIZ AT Working Place: #7821 SAET Tomari-cho, Yokosuka

4. S & 5B Area of Consideration
X #H MLC/IHA %8 (EBBEXA)

Current MLC/IHA Employee within Activity

Xl 2R MLC/IHA it ¥ & (BHIER)
Current MLC/IHA Employee in commuting distance
L |MLCIHAREER(ETEHRE)
Current MLC/IHA Employee Japan Wide

(] #+&B Off Base Applicant

3. B FE B REwork Schedule (38_40 BRI Hilhraw )

£7%% 8 Work Days: Monday thru Friday

7SR - /KB Work Hours/Recess Period: 0800-1645 /1200-1245

L] % &h Night Shift X 7% Overtime X] Hi3k Business Travel

5.EFADFEEE Type of Employment
X MLC
] HA

X & A Permanent
(1 BRZE Limited Term (_» A Months )

C1HPT

6.8 M Duties

See the attached sheet.

7.EBEHS  BEH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work. If applicant does not
have such work experience, completion of 4-years college/university in a related field may qualify him/her at 1-5 level.
b. Knowledge of policies, regulations and procedures governing administrative phases of Carrier Program Office function.

¢. Knowledge of Navy Correspondence.

d. Skill in operating computer such as Microsoft Outlook/Word, Excel, Power point and Access, etc.
e. Ability to perform a variety of administrative and secretarial work such as timekeeping, distribution and filing of documents, government

travel, office supply, etc.

f. Ability to analyze data for accuracy, completeness and adequacy and to develop/maintain metrics & reports on financial and workload

forecasting budgetary matters, etc.
g. Ability to speak, read and write English at fluent proficiency level (LAD-3).

*An applicant who does not fully meet the qualification requirements stated above may be considered at a lower grade level as below.
1-4: a. One year of clerical, technical, or administrative work experience in any field. If applicant does not have such work experience,

completion of 4-years college/university in any field may qualify him/her at 1-4 level.

1-3: One year of general work experience. If applicant does not have such work experience, completion of 2-years junior college/2-years of

technical school or 4-year degree in any field.

*A handicapped applicant may be accepted, depending upon the degree and kind of disability .

ﬁggjj English Language Proficiency :

LI EA L None [ #0#& Basic [ #% intermediate X]_E#& Advanced [ J45FERDEES

Exceptional
2 Educational Background : N/A | $a8F5E & T 5 License/Certificate Required : N/A
IR R
8.9 %+ M Application and Associated Documents Working
Condition




*[X] 22 7% i3 FR#E Application for Vacancy Announcement

*[X] PR R EE Resume of Specialized Work Experience

*MEEAIL Complete * in [] BZEE T Japanese [X] #ZET English [] &5 5 T4 Either
[ BE%EFEEME L Copy of Driver's License

C11& T/ SEBAZ M E L Copy of Certificate

X ZEBDOREAFIIAT 5L DDE L Certificate of English Proficiency (Copy)

X80 HYIF ZREfT L. IGHEEDEEES (X KA ZE UV IREAHE (12cm x 23.5cm)
12c¢m x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)
X BAEEUNDAIE. HNEAZEIERUV/RRKR— FEFED 3 E— For non-Japanese citizen
applicant, copy of Alien Registration and Passport/Visa Copy

9. IEEEMHRHSE Office to Submit

RE (B MLCIHARERE) &8 (ERERA) TR, RHENEWVWEY ., LRELEREMESHEZ DEOER,
EARELTT SN, SEEHUASE,. (HRO BRANERRT— FEHHHY V2 —TORERMIRHFE LT
6K kY, FE6BETIRHAAETYT, ) Office to submit is different for Current MLC/IHA Employees versus Off
Base Applicants.  Please ensure to submit required application documents to the right office. Applications must be
received by the closing date of the Vacancy Announcement. (Application Drop Box under the HRO Gate Office
counter is accessible from 0600 to 1800 at night.):

GER) LRER4ED “‘SEXKEGHA" AH MLC/IHARERDHDIZRE. S8 GERER) Mo DLERETEML
BYFEFTOTITEET S\, When item #4, “Area or Consideration” above shows “Current MLC/IHA employees” only,
Off Base applicants will be rated ineligible.

1. A (B MLC/IHAfEXER) &H5 Current MLC/IHA Employees must submit to:
T238-0001 #Z)I| BB EH;HET 1 Hih, Box 22 T238-0001 1 banchi Tomari-cho, Yokosuka, Box 22

KEEHBEEMBARNAERZE (N132) COMNAVFJORJAPAN, Human Resources Office (HRO) Yokosuka
AIfR/Extension 243-8152 JN Employment Division (N132)

2. 588 (JEGEER) 1RH%k Off Base Applicants must submit to:

T238-0011 fHZS)I| BHEBEE T RHAERE 1-6 FHEEIL 4  T238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(R)EBEEFBHEFTHEEEREEEEZE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—& Management Section

TEEZE S Phone 046-828-6959

Z{THERE - AE—&0E. 0830-1730 (HAMDE B %M <) Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese
Holidays) *EBRAEHEOCERIIZ 6 5IZHERBILEHE T &Ly, Please contact LMO/IAA for questions on conditions of
employment.

10. BN For Official Use

TR RIE 42 Activity POC : Ms. Satomi/Ms. Imaizumi FE (DSN) 243-4553/243-4554
PD No.: SRFJRMC-112-002 | PD is accurate and current. Certified by Activity: zv. | HRO: mm 9/22 ms 9/23

IEEEEZm-LTULWEWNEE. EBZEDORRIZHY EFH A, Incomplete applications will not be considered.
RESNEEZHEEEHIRL LEFEA Submitted applications will not be returned.




Task List: Administrative Specialist, #10-5 LAD: 3

The position is responsible to the Carrier Program Manager (C112) to provide analytical data & metrics in reviewing and
analyzing SRF-JRMC, PSNS, and SHI business programs & processes, including operations, financial, workload forecasting
budgetary metrics and programs of various departments. The generating/developing reports are not only weekly-basis (routine
in nature) but also one-time-only special projects that require incumbent to consider the best approach and data to choose from
various available sources for management to use as criteria to evaluate program effectiveness, predict future operations,
progress and trends in operations for improvement. In order to perform the duties and assist managers, the incumbent must
have throughout operations and programs of Code 112.

1. Metrics Development and Advance Planning/Execution Support (40%)

a. Develop Advanced Planning metrics to support progress reporting to Naval Sea Systems Command (NAVSEA) and
Puget Sound Naval Shipyard and Intermediate Maintenance Facility (PSNS-IMF). Develop and maintain Microsoft Access
Data Base that uses information from the Naval Enterprise Maintenance Automated Information System (NEMAIS) and the
Microsoft Project Integrated schedule to support Advanced Planning Metrics. Advanced Planning metrics include the
Workload and Resources Report (WARR), Monthly SRF-JRMC Advanced Planning Briefs, and Integrated Schedule
Development and Adherence Metrics. Metrics will be presented in Microsoft Power Point format.

b. Develop Carrier Team One Metrics to support information flow to the Aircraft Carrier Community on the status of
Aircraft Carrier Selected Restricted Availabilities. Metrics include: Cost Performance Index, Planning Product Development,
Just Do - Adherence, Support Costs, Key Event Tracking, Quality Performance Index, Milestone Adherence, Cleanliness
Satisfaction, Messing and Berthing Availability, Customer Surprise, New Work Jobs, New Work Mandays, Planning Additions,
Planning Cancelled, Execution Additions, and Execution Cancelled. Information to develop the metrics will come from
NEMAIS and information provided by Assistant Project Superintendents and Zone Managers.

c. Ensures the most current versions of above metrics are available for Carrier Program Office and other users -
reference in the form of hard copy and from the SRF-JRMC intranet web site/public folders/sharepoint.

d. Assist in the development of Memorandums of Agreement (MOA) between SRF-JRMC, PSNS-IMF, NAVSEA, the
Forward Deployed Naval Forces Aircraft Carrier and other tenant commands in support of Aircraft Carrier Maintenance.

e. Draft written guidance in the form of strategies relative to program and logistic issues. Monitor and track the
completion of Selected Restricted Availability Strategies. Strategies include but are not limited to: Plan for Planning,
Communications, Job Readiness, Hot work and Fire watch, Cleanliness, Crane and Rigging, Diver and Cofferdam, Knowledge
Capture, Work Control, Schedule Maintenance, Project Team Development, Tank Coordination, Temporary Services, Work
Assist and Awards. All strategies will be available in the form of hard copy and from the SRF-JRMC intranet web site/public
folders/sharepoint.

2. Reporting/Program Management (30%)

a. Interface with various levels of management at SRF-JRMC, PSNS, SHI, and other personnel as needed to obtain
required information and data.

b. Review & analyze Carrier Program Office budget of approximately $200,000 to include office supplies, travel and
other miscellaneous needs of the Department.

c. Coordinate, prepare, update, review and monitor the promulgation and execution of various programs & strategies.

d. Analyze data submitted and/or received for accuracy, completeness and adequacy. Prepare, develop & maintain
metrics to assist in analysis of the data.

e. Prepare, develop and maintain budgets & financial reports and records. Develop and submit detailed reports based on

the analysis of the data, include discrepancies found, problem resolution action taken and/or required to be taken, and
recommendations for improvements. Make recommendation for improvement.

f. Serve as central coordination point for release of Carrier Program Office related budgetary and financial reports and
data to other departments via the Carrier Program Manager. Serve as liaison point on matters relating to Carrier Program
financial, budgetary workload forecasting and statistical metric & reports.

g. Develop graphs, charts, flow charts and other visual graphics for presentation of analytical findings, metrics and data.
Collect, analyze and present statistical business data, metrics & analysis.

h. Develop modifications and deviations to adapt new guidelines to meet operational and program requirements.

3. Secretary (30%)

a. Refer to MLC Description, JD#193, 1-4.
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